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CITY OF COPPELL

CITIZEN SELF-SERVICE (CSS) ACCOUNT

How o Set Up and Use Your Utility Billing CSS Account
PART 1 | PART 2

For information contact City of Coppell Utility Billing at 972-304-3695

































1.

Navigate to Your Utility Billing Account Summary Page

 Log into to your Self-Service Account Login page at [URL]

* Click on the user menu and select My Account to see your
Account Settings

e Click on your Utility Billing Account number to see the
Account Summary for that account

Log Out

Utility Billing Accounts

Account

Go To Module Homepage

PART 2
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Update yvour contact information

* Click Request Change of Address under the Account
Summary heading

« Update your address, phone number, and email address as
needed

 Click Submit

o After clicking Submit a confirmation page will show your
Change of Address request successfully submitted

Utility Billing

Account Summary

Utility Billing
Change of Address

Current Information

Name
Address

City State Zip

COPPELL, TX 75019

New Information

Name 1

Address 1 *

Address 2

City *

State *

Zip code *

Country

Phone number *

Fax number

E-Mail address

required format (999) 999-9999

*

PART 2
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Remove a Utility Billing Account

« On the Account Settings page, identify the Utility Billing
Account you wish to remove

 Click Remove and then OK

o After clicking OK, your Account Settings page will no longer
show that account linked



PART 2
4.

furn oft vour Automatic EFT Payments Utility Billing

Automatic EFT Payments

To sign up for automatic payments, please complete the form below.

You are already signed up for Automatic Payments. You can make changes to your
automatic payments by completing the form below.
If you would like to discontinue automatic payments, please

* Click on Automatic EFT Payments along the left side of the

Account Summary page Utility Billing
Automatic EFT Payments

* Select CLICK HERE to discontinue automatic payments Review
Please confirm you want to discontinue this automatic payment.
» Click Discontinue Payment to confirm you wish to discontinue Service Address I
this automatic payment Account Number .
. . - - . . . Current Automatic Payment (EFT) information
» After clicking Discontinue Payment, a confirmation page will e Afomatic Feyment e
show your request successfully submitted. Routing number T
Bank telephone ]
NOTE: Changes to yvour Automatic EFT Payments must be made at least two Account number ]
days prior to the billing due date. Changes made less than two days in Account type I
advance will go into effect for your next billing cycle. Your name —
L ]

Your telephone
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View Bill and Water Consumption

* Click Manage Bills under the Account Summary heading
* Click Bill Detall to see a description of current bill charges

1. Click on View Bill Image to see an image of your bill

2. Click on Payments and Adjustments to see payment
activity for that bill

* Click Show Past Bills to see past bills

1. Show Past Bills will only provide bills rendered or paid in
Citizen Self-Service, not Esuite (previous billing portal)

2. If you wish to see previous bills, please call the City of
Coppell Utility Billing Office to obtain this information at
972-304-3695

Utility Billing

Account Summary

PART 2

Balance Due Details

$69.37 Bill Details

Total Due: $69.37

select bills you would like to pay now, then click "Pay"
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View Bill and Water Consumotion

« Back on the Accounts Summary page, click View Consumption
next to the water charge located at the bottom of the page

* You will see your water usage and consumption trend for the
last 12 months

Utility Billing

Account Summary

PART 2

Services

Service Code Start Date Stop Date Status Consumption History
CITIZEN WATER CHARGE 100000 5/3/1994 ACTIVE

CITIZEN SEWER CHARGE 200000 5/3/1994 ACTIVE None

STORMWATER CHARGE 300000 5/3/1994 ACTIVE None

REFUSE 400000 5/3/1994 ACTIVE None

REFUSE SALES TAX 500000 5/3/1994 ACTIVE None

PUBLIC EDUCATION FEE 600000 5/3/1994 ACTIVE None



PART 2
6. "o tyler identity

|dentify. Authenticate. Empower.

rReset vour Dassword

Sign in to your account

Username

« Go to your Self-Service Account Login page at [URL]

Password

* Click on Forgot Password

Register for a new account

 Enter your email address used at registration and click Reset
Password

Forgot password?

« Open the Password Reset Request email sent to your email
address

Please enter your email to reset your password.

e Click on the link to confirm your request
 Enter and confirm your new password, then click Reset

NOTE: Changes to yvour Automatic EFT Payments must be made at least two
days prior to the billing due date. Changes made less than two days in
advance will go into effect for yvour next billing cycle

o After clicking Reset a confirmation page will show your

password successfully changed CANCEL



